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DEPARTMENT OF THE NAVY OPNAVINST 1650.8C
Office of the Chief of Naval Operations OP-132H6
Washington, DC 20350-2000 15 April 1988

OPNAV INSTRUCTION 1850.8C

Subj:

Encl:

Chief of Naval Operations
All Ships and Stations (iess Marine
Corps fieid addressees not having

PPy PYVOPN PN

Navy Personnei attached)

CASH AWARDS FOR MILITARY PER-
SONNEL FOR SUGGESTIONS, IN-
VENTIONS, SCIENTIFIC ACHIEVE-
MENTS AND DISCLOSURES

(b) DODINST 5120.16 of 15 Jul 74
(NOTAL)

(c) SECNAVINST 5305.2

(d) Title 35, USC

(e) Executive Order 10096 of 23 Jan
50 (NOTAL)

(f) Executive Order 10930 of 24 Mar
61 (NOTAL)

(g) SECNAVINST 5870
T

(a) Title 10 USC 1124

(h) NAVCOMP l‘v'lanual

{i) SECNAVINST 1850.ic

{jy OPNAVNOTE 1650 Ser
132/7U376369 of 24 Aug 87

(k) FMSOINST 4200.1B (NOTAL)

1) Cash Award Authority
2) Operations of the Military Cash
Awards Program

— —

(3) Suggestions

{4) inventions

(5) Scientific Achisvements

(6) Productivity Excellence Awards

(7) Determination and Payment of
Awards

(8) Cash Awards for Pricing Hotline

Inquiries

(9) Promotion and Publicity

(10) MILCAP Review Checklist

(11) DD 1609, Incentive Awards Pro-
gram Annual Report (Military Per-
sonnel)

1. Purpose. To define responsibilities and pre-
scribe procedures for the administration, operations
and reporting of the Department of the Navy
(DON) Military Cash Awards Program (MILCAP)
authorized by references (a), (b) and (c). Refer-
ences (d) through (g) pertain to inventions; refer-
ence (h) governs funding procedures; and refer-
ence (i) pertains to honorary awards. References
(i) and (k) pertain to guidelines for awards result-
ing from Navy Pricing Hotline inquiries and the
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Buy Our Spares Smart (BOSS) Program.
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a. Encourage military personnel to suggest prac-
tical ways to reduce costs and improve productivity
in the Navy, DOD and other federal government

operations.

b. Provide formal channel for communications,
between management and personnel.

¢. Maintain working conditions where imagina-
tion, creativity, and innovation are encouraged.

d. To ensure that the evaiuation of suggestions

Y J S PRy

are unolasea. CODSlS[eHI, umely and efficient.

e. Recognize and award promptly and equitably
all eligible military personnel for disclosures, sug-
gestions, inventions or scientific achievements that
contribute to the efficiency, economy or other im-
provement of Government operations

4. Discussion

a. Production improvements which have oc-
curred as a direct result of individuals submitting
ideas which suggest more efficient methods to con-
duct business are well documented in both
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private industry and the Federal Government.
Navy management should strive to create working
conditions which encourage participation in sugges-

tion programs. Avenues of communication should
be available and ideas/suggestions for improvement
solicited actively to achieve Military Cash Awards

Program (MILCAP) objectives. Commanding offi-
cers should authorize awards when suggestions are
adopted for local use and recommend wider adop-

tion when appropriate.

b. Changes incorporated into this instruction,
pertaining to Reservist eligibility, processing of in-
ventions, submission of productivity excelience
award and maximum cash award payments, have

been promuleat
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5120.16 (eference b)).
5. Authorization of Payment

Maximum award. The President of the
United States and the Secretary of Defense are

authorized by Congress to pay cash awards up to
$25,000 for a contribution which benefits the Gov-
ernment

b. Other awards. The Secretary of the Navy
(SECNAV) is authorized to pay cash awards up to
$10,000 for a contribution which benefits the Gov-
ernment. Authority to pay lesser amounts is dele-
gated as set forth in enclosure (1).

stablish an active Miii-
s Prog‘ar- for all military person-
accordance with policies set forth in enclo-
sures (1\ through (8\ and guidance in enclosures
(9) through (11). To ensure effective administra-
tion and promotion of command programs, a MIL-
CAP administrator will be designated within each

command.

ction. Addressees will e
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a. Promotion. Chief of Information (OP-09C)
w1]l prepare publlcauons and other material to help

“““““““ mmand officiails

b. Publicity. In an effort to stimulate aware-
ness of and participation in MILCAP, the Chief of
Naval Operauons (OP-13) will distribute informa-
LCAP award winners to the Navy news

media. The Department of Navy Awards Review
Panel (DARP) is responsible for publicizing recipi-
ents of awards requiring SECNAV or higher ap-
proval, including those granted by organizations
and agencies outside DON. Enclosure (9) gives
specific guidance for promotion and publicity. In
cases where MILCAP awards of $1,000 or more
foiiowmg information will be sent to

o

OP-132H§),

ton, DC. 20350 2 00
(1) Name and rank of award recipient.

(2) Hometown of award recipient.

(5) Amount of award.

(6) Date of award presentation.

(7) Brief description of suggestion resulting in
award (including savings to the Navy)

(8) Publicity photographs, if available.

c. Training. Chief of Naval Education and
Training (CNET) shall develop and issue a presen-
tation on MILCAP in all entry level programs (Re-
cruiter Training Commands, Surface Warfare

i Schools, Officer Candidaie Schools, eic.),
Leadership, Management, Education and Tr aining
(LMET), and senior officer and enlisted ¢
(Senior Shore Management Institute, Semor En-
listed Academy, etc.). Courses
and material supplied for training orientation of
personnel shall include objectives and operations of
MILCAP.
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7. Reports, Forms and Posters
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Report Symbol DD-FM&P(A) 1345(1650) is

ed to the rengrtine reauirement contained in
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aragraph 6b of the basic instruction and enclo-

sures (6) and (11) are approved for three years

only from the date of

b. Forms. The following are available through

normal supply channels per NAVSUP P2002:

FORM NO. TITLE

NAVCOMP  Voucher for Disbursement

2277(8 part) or Collection

DD 1609 Incentive Awards Program
Annual Report (Military
Personnel)

NAVSO Contribution Investigation
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c. Posters. The following are available through

normal supply channels per NAVSUP P2002:

Save the Navy Money
Group Suggestion
Make the Best Suggestions

TUINY DI eI reeT
AIIMNN DIU....0UuUUULS1

THINK TEAMWORK....
SUGGEST

THINK RESULTS....SUGGEST
THINK NAVY....SUGGEST
THINK AMERICA....SUGGEST
THINK DEEP....SUGGEST
SUGGEST A BETTER WAY
LEND A HAND. . SUGGEST
THINK BIG....SUGGEST

'TIS THE SEASON TO
SUGGEST

STOCK NO.

0420-LP-132-1800

0420-LP-013-0200
0420-LP-013-0300
0420-LP-013-0400

NAIN_T D_ANN_NTNN
US2U=Lr=50U=0U/UU

0420-LP-400-0800

0420-LP-400-0900
0420-LP-400-1000
0420-LP-400-1100
0420-LP-400-1200
0420-LP-400-1300
0420-1P-400-1400
0420-LP-400-1500
0420-LP-400~1600

OPNAVINST 16850.8C
15 April 1988
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wWvaanpower, Fersenng:

AHANGE TRANWSMITTAL {, Distribution:

SNDL Parts 1 and 2

Commander:

Naval Data Automation Command
(NAVDAC 813)

Washington Navy Yard

Washington, DC 20374-1662 (200 copies)

Stocked:

B8N1 Tahar Avaniia
v T GAWWYI MYPITUe
Philadalnhia, PA 19120-5099 (500 conias)



CASH AWARD AUTHORITY

Approval Authority

Commander, Commanding Officers, and Directors

Commander in Chief, U.S. Atlantic Fleet
Commander in Chief, U.S. Pacific Fleet
Commander in Chief, U.S. Naval Forces Europe

Unified Commands (USCINCLANT/USCINCPAC only)
Commander Second Fleet

F
F
eventh Fleet

Commander, Naval Air Systems Command

Commander, Naval Sea Systems Command

Commander, Naval Facilities Engineering Command
Commander, Naval Supply Systems Command
Commander, Naval Space and Warfare Systems Comma

Commander, Naval Resgerve Force

Chief of Naval Education and Training
Commander, Naval Medical Command
Commander, Naval Security Group Command
Commander, Naval Intelligence Command
Commander, Naval Telecommun1cat1ons Lomm nd
, Nav igative

M:u
’ avaa

r, Strategic Systems Programs

Commander, Naval Data Automation Command
Commander, Naval Military Personnel Command
Commander, Military Sealift Command

Commander, Naval Air Force, U.S. Atlantic Fleet
Commander, Naval Air Force, U.S. Pacific Fleet

VI
-

’
Commander Naval Surface Force, U.S. Atlantic Fle
Commander Naval Surface Force, U.S. Pacific Flee
Commander Submarine Force, U.S. Atlantic Fleet

Commander Submarine Force, U.S. Pacific Fleet

Commander Naval Logistics Command, U.S. Pacif.c
Commander Training Command, U.S. Atlantic Fleet
Commander Training Command, U.S. Pacific Fleet

nd

Fleet

Enclosure (1)



OPNAVINST 1650.8C

15 APR 1988
Office of the Chief of Naval Operations
Assistant Vice Chief of Naval Operations
Deputy Chief of Naval Operations, Navy Program Planning
Director, Naval VedLC1ne/Surgeon General
Director, Space, Command and Control

Deputy Chief of Naval Operations, Naval Warfare
Director of R&D Requirements, Test and Evaluaton
Chief of Chaplains/Director of Religious Ministries
Director of Naval Reserve
Oceanographer of the Navy
Special Assistant for Inspection Support
Director of Naval Intelligence
Deputy Chief of Naval Operations (Manpower, Personnel and
Training)
Assistant Chief of Naval Operations
(Undersea Warfare)

Assistant Chief of Naval Operations
{Ssurface Warfare)
Deputy Chief of Naval Operations

(Logistics)

Assistant Chief of Naval Operations
(Air Warfare)

Deputy Chief of Naval Operations
(Plans, Policy and Operations)

Other Commands and Activities
Chief of Naval Air Training

Commander, Navy Recruiting Command

Commandant, Naval District Washington

Chief of Naval Technical Training

Director, Office of Civilian Personnel Management

Director, Naval Civilian Personnel Center
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Secretary of Defense $25,000
President of the United States
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2. The amounts stated are maximum total amounts and include all
awards approved at lower level in the chain of command.

Enclosure (1)




OPNAVINST 1650.8C
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OPERATION OF THE MILITARY CASH AWARDS PROGRAM

1. Eligibility., All active duty Navy personnel, officer and
enlisted, Naval Academy midshipmen, officer candidates, and

members of the Navy Reserve in an active status (Ready Reserve
and S-1 Standby Reserve), are eligible to participate in the
program. Members of other United States military services while
assigned to jointly staffed activities for which the Navy has
administrative and suooort responsibility and Coast Guard

2. Definitions and limitations

L I IR R
d. veril I.I.C.LOIS

(1) Contribution. Any suggestion, invention, or
scientific achievement which contributes to economy, efficiency
or other improvement in Government operations is eligible for
award consideration. Breadth of application and degree of

significance do not affect eligibility for an award consideration.

{(2) AdoEtioﬁ. A suggestion actually put into effect by
respensible authcority or a written commitment to put a suggestion
into effect

(3) Award. Either a cash amount granted for a
contribution of value or non-cash recognition in the form of
letters of commendation or appreciation, appropriate certificates

or citations. Reference (i) gives specific guidance for
recommending the Navy Commendation or Achievement medals to
individuals for meritorious achievements "such as to constitute a
definite contribution to the naval service, such as an inventicn,
or improvement in design, procedure, or organization." Awards

will be paid by the benefiting command(s). Enclosure (6) gives
the criteria and reporting procedure for the Secretary of Defense
Productivity Excellence Award.

m 3 ~Af e A £ b e omom it e P

{4) Tangible benefits. Benefits measured and expressed
in termg of dollar valne
in terms of dollar value,

(5) Intangible benefits. Benefits which cannot be
expressed in a specific monetary value.

(6) First full year. The first 12 consecutive months the
improvement 1s In operation, exclusive of trial periods,
experimentation or periods of deferred implem-ntation. This
estimated time period is used to decide valu: of benefits as a
basis for calculating amount of an award. If the contribution
has a high installation cost and yields measurable savings for
more than one year, cost of installation may be distributed over

Enclosure (2)
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OPNAVINST 1650.8C
15 APR 1388

a period of years. The distributed cost may not exceed the
reasonable life of installation and is defined as estimated time

of use or 20 years, whichever is shorter.
(7) Normal job expectancy. Cash awards may be granted to

individuals or groups for suggestions found to be outside job

responsibilities or sufficiently beyond normal job

responsibilities, Commanding officers shall decide whether

suggestions are beyond normal job expectancy. Organization,

function, and classification manuals are helpful in detlnlng
L

normal standards of performance. No one shall be barred from
award consideration simply because cof rate or rank. The
following will assist in measuring the suggestion against normal
job expectancy:

(a) If the suggester has the authority to put the
idea into effect, the suggestion is within the normal job
expectancy.

{b) 1Is the contribution creative?
(c) Is the suggestion unusual for the rate or rank?
(d) Does the suggestion represent a new concept or

an innovation with substantial benefits?

Is the contribution beneficial to other
s

(o)
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(1) Time Limit of Submission. One year following date of
adoption. Suggestions are usually submitted for evaluation prior
to their adoption, but an idea may be adopted as a result of an’

oral or written proposal outside for MILCAP channels. The
suggest1on may still be considered for a cash award if submitted
in writing within one year following adoption and the suggester's
claim as author of the proposal can be verified.

(2) Time limit on "ownership rights" for award
consideration. Three years following date of final action on the
suggestion by a MILCAP award office. If a non-adopted suggestion
is placed into operatlon after the three-year time explres, the

suggestion is not eligible for an award. When a suggestion is
not adopted, the suggester maintains ownership rights within the
local activity for the remainder of the three-year period. 1If
the suggestion is implemented during that period,. wholly or in
part, the suggestor is entitled to adoption credit and award

Enclosure (2)
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OPNAVINST 1650.8C
15 APR 1988

consideration. A duplicate or additional suggestion on an idea
submitted after a command has already adopted or committed the
n i

. P

idea for adoption
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(3) Request for reconsideration. A written request
justifying reconsideration must be submitted to local MILCAP
award authority within 90 days following date of notification of
final adoption or non-adoption decision. The reconsideration
request may involve award eligibility, merit of the suggestion or
award decision.

(4) Suggestions relating to private contractors.
Suggestions on 1morovement of contracted materials or services
are eligible for award consideration if the improvement shows
tangible or intangible benefits to the Government. Contracts may
vary, making it difficult to identify benefits to be gained.
Consult approprlate tecnnlcal ffices or commands before granting

any award for a suggestion of
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ed personnel, Awards may be made

eas
to separated personnel or estates of deceased personnel for any
written suggestion submitted while on active duty.

3. Responsibilities
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(1) Developing and issuing Department of Navy MILCAP
policy.

(2) Assigning a DON MILCAP administrator with
responsibility for:

(
Y

o]

) Managing DON MILCAP.

(b) Serving as DON liaison with DOD and other
federal agencies on MILCAP issues.

(c) Aiding in development of tralnlng programs on
the DON Incentive Awards Program for command incentive awards
administrators and assisting commands in developing training on
incentive awards.

(d) Providing advice and guidance on DON MILCAP.

(e) Developing awards materials.

\ PAancanl idatinag NAN
J Consolidatirs ng wunN annual re pOft for DOD.

Enclosure (2)



OP, VINST 1650.8C
5 APR 1988
b. Major claimants and type commanders are responsible for:

(1) Assigning a MILCAP administrator.
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(3) Reviewing awards submitted through the chain of

command and requiring SECNAV approval,

C.
(1) Assigning a command MILCAF
(2) Implementing their command's MILCAP.

(3) Providing command support for MILCAP to improve

(4) Ensuring adequate funds are available for prompt
action on awards and MILCAP operating expenses.

Ensuring prompt processing of suggestions as set

(5)
forth in enclosure (3).

{(6) Submitting the annual report in enclosure (11} via
chain of command to their major claimants for consclidation.

Reviewing/endorsing annual reports.

(7)
ministrator shall be responsible for:

d. Command MILCAP ad
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(2) Ensuring all necessary forms are available,.

(3) Conducting an annual review of command MILCAP using
and reporting results to their commanding officer.
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enclosure (9)
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(5) Advising suggester of status of processing.
(6) Submitting the annual report in enclosure (1ll) via
chain of command to their major cliaimants for consolidation.

(7) Reviewing/endorsing annual reports.

Enclosure (2)
4



OPNAVINST 1650.8C
15 APR 1988

4., Documentation. Each contribution must be documented showing
the individual has met standards prescribed for an award. Such
documentation should be specific but brief, indicating results
and tangible or intangible benefits received from the
contribution. A suggestion for an award over $7,500 requires
review by the Department of the Navy Awards Review Panel (DARP)
and will contain a specific statement of savings claimed. All
documentation letters shall be signed by the commanding officer.

5. Claim Waiver. Acceptance of a cash award constitutes an
agreement that use by the Government of the United States of any
idea, method or device for which an award is made, shall not form
the basis for a further claim of any nature upon the Government
of the United States by an individual, heirs or assigns.

6. Records of Awards. Awards to Navy personnel shall be
reflected in their next Enlisted Performance Evaluation or
Officer Fitness Report.

Enclosure (2)



SUGGESTIONS

l. Definition: A constructive idea submitted in writing by an
individual or group that proposes a method to do a task better,
faster, cheaper or safer. Suggestions usually relate to a

suggester's own work. A suggestion need not be new or orlgln 1
but must show a specific problem and give a workable solution

a. Eligible suggestions. Eligible suggestions do one or
more of the following:

- s ~ i = A2 -

Orf i1mprove oOperacions.

(1) Simplify
(2) Save time needed to complete a task.
(3) Speed up production.

(4) Increase output and enhance productivity.
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work-space layouts and organizations.

(6) Save material or property.

(7) Save manpower Or money.

(8) Eliminate waste. (A

(9) Promote health.
(10) Increase safety.

nd workable
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b. 1Ineligible suggestions. 1Ineligible suggestions include:

(1) Calling attention to need for routine maintenance,
repair or purchase of ordinarly supplies and materials.
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(3) Recommending enforcement of existing directives or
regulations.

Submission. Suggestions must be in writing, preferably on

2.
DON Suggestion form (OPNAV 5305/1), and sent to the commanding

Enclosure (3)



officer v1a the MILCAP admlnlstrator and chain of command. The
of this enclosure, will aid in
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adoption credit and award if eligible. When a duplicate
suggestion motivates action in adopting a rejected suggestion,
the duplicate suggestion may also receive an award.
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a. Assign a MILCAP administrator.

b. Process suggestions at each approval level within 30 days
from date of receipt.

c. Establish a tickler/tracking system which alerts all
concerned to delays in proce551ng. A Navy-wide MILCAP
computerized tracking system is currently being developed and is

expected to be online in FY-89.

Designate suggestion coordinator (individual who assigns
, work or priorities) within each major section or

1~
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whom the MILCAP administrator routes suggestions

e. Provide recognition for evaluators, suggestion
coordinators and MILCAP administrators who expediously complete
all requirements or have contributed in evaluating suggestions
which produced substantial benefits to the Navy.

f. Pay cash award or at least an initial award when the
commitment is made to adopt a suggestion. Do not wait for the
suggestion to be implemented to pay awards.

g. Ensure that suggestions are forwarded for higher review
only when:

(1) Cash award is paid up to authorized limit, but
recommended total award amount is greater than that authorized
for commanding officer to give; or

(2) suggestion may have possible implications for other
commands; oOr

Enclosure (3)
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(3) command does not have technical expertise to evaluate
or authority to implement the suggestion.

processing every 60 days until fina

i. Provide feedback to the suggester on the
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k. Require MILCAP administrator to give specific
instructions as to evaluator's responsibilities when routing
suggestions.

DProcedureg Sugaestions should be nrocesgsed usin
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Contribution Investigation Report form (NAVSO 5305/5). The
originating command maintains responsibility for status of
processing. Special situations such as trail periods or changes
to directives may extend evaluation time., If the commanding
officer expects adoption, an initial award may be presented.
Enclosure (7) gives guidance for initial awards.

S. Issuance of suagaestions. Qnoaqu1nnq shall be sent to

————————— et = Badind =2 LaWilo 2l C oo - -

1
suitable commands to gain maximum benefit from MILCAP. Awards
for suggestions adopted at the local level should be paid while
waiting for evaluation results from other potential users. 1If
the suggestion is adopted on a broader level, any larger award

will be given in conjunction with the award given at the local
Tawal o~ Ao e Ak Ave~aAanA hA aAcra - A e hhAa haealh~e 1‘\..‘\1
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a. Forwarding within DON. Commands shall observe
established military channels to process suggestions. When
considered beneficial to other activities and if a suggestion's
total value is uncertain following evaluation at the local level
but still worthy of consideration, the suggestion shall be

forwarded for further evaluation. Type commanders are
responsible for original funding and coordination with other
commands for suggestions sent to these commands for additional
consideration. The MILCAP administrator will begin action to

send the suggestion to other major claimants for evaluation.
Feedback reports of adoption by other organizations will be
returned to the originator's type commanders to decide on any
other award. When a suggestion is sent outside a command, the
case file shall include:

(1) Suggestion, with any drawings, pictures, etc.

(2) Evaluation with detailed statistics of local savings
based on tangible and intagible benefits.
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(3) All comments, recommendations, and other information
aiding evaluation, implementation, or issuance.

b. Forwarding within DOD. Whe %
by other DOD components, the responsible office in DON
it directly to their office counterpart within DOD. Suggestions
for consideration in the immediate office of the Secretary of
Defense will be sent to the office concerned. All referrals
shall contain a concise statement about action expected from
evaluation and a specific recommendation for adoption or
non-adoption.

c. Forwarding
contributions with possible application in non-DOD agencies to
the Naval Civilian Personnel Center (NCPC). Only NCPC will send

contributions outside DOD for evaluation.

0O
(9

“

tside DOD. Navy commands will send

6. Publication of suggestions for awards. A suggestion not
adopted but worthy of issuance as an improvement idea for
optional use will be awarded $100 under the following conditions:

a. Publication. The suggestion must be published in an
office or major claimant publication and include sketches,
photographs, etc., to allow implementation.

b. Identification. The published suggestion must be labeled
with title, number and suggester's name, rate or rank and
activity.

c. Award. The $100 award is granted when a suggestion is
reported as a result of publication. Adoption reports received
as a result of publlcatlon may be granted an award in excess of

$100. The total award is based on actual benefits reported and
includes the $100 paid for publication.

7. Non-adoption notification. When a decision not to adopt a
suggestion is made, the suggestor shall be notified in a manner
encouraging continued participation in MILCAP. A full
explanation of the decision with a copy of the evaluation report
shall be supplied to the suggester. A decision not to adopt a
suggestion shall not be based on existing regulations which

prohibit implementation of the suggestion. General adoption is
possible through changes to regulations and directives.
Enclosure (7) discusses fina cing of general adoption of
suggestions.
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PROCESSING GUIDE
TABLE I - FLOW CHART

CONTRIBUTOR
COMMAND MILCAP EVALUATOR * (A
ADMINISTRATOR
COMMANDING OFFICER (R
($5,000 maximum)
MAJOR CLAIMANTS (R

TYPE COMMANDERS
($7,500 maximum)

DEPARTMENT OF THE NAVY (R
AWARDS REVIEW PANEL (DARP)
(Recommends to SECNAV)

PRESIDENT/SECRETARY OF DEFENSE
($25,000)

* The MILCAP Administrator will retain a copy of the Beneficial (
Suggestion while being evaluated.

Notes:

1. See Table II for Processing Guide Respo nsibilities.

2. See Enclosure (l) for cash award authority.

3, See Tables III, IV and V for award scales.

4. See Enclosure (2), paragraph 3, and enclosure (3), paragraphs

3 and 4 for guidance with regard to situations where
process;na does not follow the normal pattern.

Research are also major claimants as stated in NAVCOMPTINST
7102.2. (NOTAL)

Enclosure (3)



PROCESSING GUIDE
TABLE IT - PROCESSING RESPONSIBILITIES

A NTNT A S

o Identify a need/problem

o Collect/analyze facts

COMMAND MILCAP ADMINISTRATOR -

o Check for duplication

o Forward to evaluator

- m 4=
o Recommend amount

o Develop solution/contribution

o Submit suggestion (OPNAV 5305/1)

O Advise individual of action

O Maintain record file

(R

o After evaluation, forward to CO via chain of command

EVALUATOR -

o) Check for possible use o Check for accuracy/correctness

o Recommend adoption/non-adoption

o Return to command MILCAP administrator

COMMANDING OFFICER -

o Authorize adoption/non-adoption

o Authorize award payment ($5,000 maximum)

o Forward to higher authority for additional
adoption/non-adoption recommendation and any additional
awards.

Enclosure (3)
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o Authorize adoption/non-adoption

o Authorize award payment ($7,500 maximum)

o Forward to SECNAV via Department of the Navy Awards Review
Panel (DARP) for any additional awards.

- - — . " - — - — - D ——— - — - - = W S WD T G R . - . - A S e - e - e = — e =

DEPARTMENT OF THE NAVY AWARDS REVIEW PANEL (DARP)

o Review and recommend payment of awards exceeding $7,500 to

SECRETARY OF THE NAVY -

o Approves award payment ($10,000 maximum)

ons of award payment excee

(@]
(&)
(o)
(@]
cr
(0}

PRESIDENT/SECRETARY OF DEFENSE -

o Approves award payment exceeding $10,000 ($25,000 maximum).

Notes:
1. See Table I for Processing Guide Flow Chart.
2. See enclosure (1) for cash award authority.

3. See Tables III, IV, and V for award scales.
4, See enclosure (2), paragraph 3, and enclosure (3), paragraphs
3 and 4 for guidance with regard to situations where

processing does not follow the normal pattern.
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INVENTIONS
1. Definition. Developme t of a new and useful process machine,
manufacture or composition of matter or any new and useful
improvement therecf which is or may be patentable under patent
laws of the United States.

2. Regulations. 1Inventions of value to the Government qualify
for award consideration as contributions under MILCAP. Reference
(d) contains the law governing inventions and patents.

References (e) and (f) establish the basic Government patent

mm T 2 mes mlimieh 3 eeewonaa ~ 3 ons mada her MNAe rernment enm nlAwan NAN ~Al 1"!’
poOilCy avuun LIIVl:uLLU 1S nmauc vy eovernmenc eI ly;u_ycc . LUULY pULLC
for the implementation of the law, executive orders and orders,
rules and requlations as established is set forth in reference

3. Procedures. An invention disclosure shall be made promptly
to a Navy Office of Counsel to protect the interests of both the
inventor and Government and to assure award eligibility. Patent
statutes require that a patent application be filed within one
year after (1) the inventicn is described in a printed
publication, (2) the invention is in actual use (other than
experimental), or (3) the invention has been sold or offered for
sale. The disclosure should be sent directly to the Office of
Counsel servicing the inventors employing activity.

a. Evaluation. Inventions disclosures will be evaluated
based on DON procurement and use, DON interest, technological
advancement, research and development, investments and public

benefit value. Action will be taken to approve the invention for
further patent or Statutory Invention Registration (SIR)*
processing disclosure for publication consideration or end
processing.

*A document that is similar to a patent in that it protects the
inventor by preventing others from obtaining patent rights to the
invention but, unlike a patent, a SIR does not permit the holder

to exclude others from making, using or selling the invention

b. Patent/SIR application. When evaluation determines that
an invention is viable, the Navy Office of Counsel will present
the patent application to the U.S. Patent and Trademark Office
for the inventor and will notify the inventor and the appropriate

MILCAP authority. When notified, the MILCAP authority will begin
action granting an initial award of $200 to the inventor. Where
two or more individuals or military members are co-inventors,
each will be granted a $200 initial award.

(R
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c. Patent/SIR issue. When the U.S. Patent and Trademark

~
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tricti ) the inv Or r
addltlonal $500 award. Where two or more 1nd1v1duals or m111tarv
ventors, the award to each eligible co-inventor
will be $250.
. u of patent/SIR When an invention
disclos r yubl;pap;uu i ead of further
patent/SIR processing, the Navy Office of Counsel will send a
copy of the publication draft and notification of selection for
publication to the award authority. The award authority will
then begin action to grant a $100 award to the inventor. Where
two or more individuals or military members are co-inventors, a
$200 award will be divided equally among the eligible

CO- lIlV(:.‘Il tOLS.
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3
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e. Invention awards for use or value to the Government. 1In
addition to the above patent/SIR and publication awards, all
inventions filed in the U.S. Patent and Trademark Office or

selected for publication will be given further award

consideration based on actual use or value. Therefore, awards
authorized under this paragraph fall into two categories:
(1) Those specific amounts granted for inventions,

patents/SIR and publications.

(2) Amounts based on actual use or value using Tables III,
IV and V of this instruction for computation.

£  Teuan L3 area e As ava nmnea V1Ameaar ~AEEfoanbt A~adna + ~ach Ao As

L, 1OVENCLION awaras 4are nO 10nger Srirsec ajgalnsut Casn awaras
navable under other gections of the incentives awards nrogaram
paya unger ¢otnher seCctiions ¢I the 1neentilves awardas proegranm.
The Federal Personnel Manual Subchapter 9, Inventions, now permit

the predetermined invention awards to be separate and to stand
alone., The Department of Defense (DOD) Components no longer
offset the awards.

i ven
t/CTD or nnh11cat
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[e}
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l. Definition. A contribution conforming to the following
guidelines:

a. Military or national significance: An act, deed, or
accomplishment that established a scientific or technoligical
basis for later technical improvements of military or other
national significance.

b. Research and development achievements: a scientific or
technological accomplishment having such quality and

effectiveness to advance research and development achievements of

a command, group or project.

C. Military or national welfare: a signific ant scientific
or technological achievement which contributes materially to the
welfare of the armed services and/or the nation.

d. Published contributions: an article accepted for
publication in a scientific or technical journal, newspaper,
pericdical and cther media or a technical paper presented to
professional societies making a large contribution to scientific

or technical knowledge.

e. Tactical developments: tactically oriented advances or
improvements in weapon system use when a military decoration is
not appropriate or if benefits accumulate permitting monetary

performance under this instruction. Cash awards for a sc1ent1f1c

achievement should not be confused with the civilian special act
or performance cash awards.

L

~lh A v A £ - o :
2. Procedures for recommending a Cash Award for a Sc

i
Achievement. All active duty personnel are ellglbl to s
recommendatlon with the aonroval of the 1nd1v1dua1 supe

within three months of the achievement. The command/activity
must fully develop and approve the achievement.

a. Preparing the Recommendation. The suggestor or command
may initiate a recommendation of the scientific achievement in
narrative format using OPNAV Form 5305/1.

(1) The first eight blocks of this form should be
completed in full. Across the top of the block nine print or
type “Scientific Achievement."

Enclosure (5)
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(2) Supervisor will complete and sign an NAVSO 5305/5.
In item 4, the achievement and its benefits must be completely
described. This documentation should show clearly the results
achieved and the tangible or intangible benefits. The major
claimant MILCAP admpVigtrators are available to advise on
determining benefits.! This NAVSO 5305/5 should establish the
achievement is attributable to the individual's actions and not

to other factors. Once the NAVSO 5305/5 has been signed by the
immediate supervisor in the bottom left block, this form should
be signed by the commanding officer or equivalent in the bottom
right block. This constitutes a recommendation of an award for

g >commenda 1icka
OPN AV Form 5305/1, supporting data, and aDDroprlatel 31gn
comple ted NAVSO 5305/5 to the ma jor claiwnant MILCAP
administrator. You may obtain any further technical review
through command channels to obtain any additional information or
confirmation of the achievement. The recommendation award can be

PR - mam e e e o e ~ e~ ~ ey

sent to the appropriate level of award approval.

c. Award Determination Use tables 3, 4 and 5 of englosug
only to determine award amount for a sc1ent1f1c achievement.

4

™

—
~J
S

d. Award Approval Authorities. Use appropriate approval
authority listed in enclosure (1).

3. Request for Recousideration. The person who recommends a
cash award for a scientific achievement may request
reconsideration of an unfavorable decision within 30 days after
the date of official notification. A written request should show

the reasons for reconsideration. A request for personal oral
presentation will also be honored. The oral presentation data
must be fully documented in the case file after the presentation.

Enclosure (5)
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PRODUCTIVITY EXCELLENCE AWARDS

1. Purpose. The Secretary of Defense (SECDEF) Productivity
Excellence Award and Letter of Commendations were formed to
underscore the importance of productivity improuwement within DOD
by recognizing individuals and working groups), both military and
civilian, whose ideas or suggestions have contributed to improved
productivity or increased cost savings.

2. Criteria. Two different levels of regognition are:

a. SECDEF Letters of Commendation: Letters signed by SECDEF
to recognize individuals or small groups whose suggestions or
other productivity initiatives have resulted in first year
savings of $100,000 or more. Nominations for this award may be
submitted at any time.

b. SECDEF Productivity Excellence Award: Citations
presented by SECDEF at a Pentagon ceremony to individuals or
small groups whose suggestions or other productivity initiatives
have resulted in first-year savings of at least $1 million.
Nominations for this award, granted annually, must be submitted
not later than 15 October each year.

3. Procedure. In each instance where an achievement has
produced tangible benefits in excess of $100,000 and chain of
command wishes to nominate an individual or group for SECDEF
recognition, the following example gives information required:

EXAMPLE
Nomination for
Secretary of Defense Award for

Productivity Excellence

1. Eligibility (check appropriate boxes)

a. Award Letter of Commendation
b. Individual Group

2. Personal Data

*Name:
Grade/Rank:
Job Title:
Organization:

Enclosure (6)
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(o]

D

Official Mailing Address:

. .
T +
Tune of Reco ganization:

YP nn Grnn#ad bn Or

Award Amount and Date:
Tangible Benefits to DOD:

escription of Achievement:

Citation (Award only):

Review and Approval:

(ag
(1]

Nominated by:

(Name and Title)

Reviewed by:
(Name and Title)
(Major Claimant)

Specification Control

au <

[N
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DETERMINATION AND PAYMENT OF AWARDS

1. Award amount. Commands authorized to approve payment of cash
awards shall use scales for tangible and intangible benefits in
Tables III, IV and V. Awards for contributions with tangible
benefits are based on estimated savings during first full year
the contribution is used. Only savings involving labor,
materials or service costs are included. Military labor costs
will be calculated using composite standard military rates in
paragraph 035750-4B of reference (h) and accelerated using
accrual rates for other personnel costs such as retirement, leave
and holiday in paragraph 035750-3B. Actual overhead costs should
be included. Awards based on intangible benefits will be taken
from the scale in Table V. Awards for contributions with
tangible and intangible benefits may be based on a combination of
both values. Awards will be paid by the benefitting command(s).

2. Initial award. Experimental work, trial tests or extended
evaluations may cause delays deciding value of a suggestion. An
initial cash award up to $50 may be paid when estimated value of
the contribution will be over $500 and will be used. The initial
cash award will be part of the total award paid. No downward
adjustment of an initial cash award is authorized when final
decision of the contribution's value is made.

3. Group award. The amount of a group award is based on total
value of the contribution and shall be divided according to each
individual's efforts.

4, Aapproval level. Awards shall be approved at the lowest
possible level after documentation of award eligibility,
adoption, or intent to adopt.

5. Financing award payments. Funding policy and detailed
procedures for cash award accounting and payment are contained in
paragraphs 032119, 046404 and 074144 of reference (h). All
awards will be charged as an operating expense to Operation and
Maintenance, Navy (O&MN) funds. When a command is funded only by
Navy Industrial Fund; Research, Development, Test and Evaluation,
Navy; or Military Construction, Navy, MILCAP awards may be
charged to these funds. Awards of $200 of less for contributions
adopted from outside the local command will be financed by the
originating, rather than the adopting, activity. Cash award
payments are subject to withholding provisions of Federal Income
Tax Laws and Medicare Deductions.

Enclosure (7)
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a. Local awards. Local awards will be financed from
approving command's Operating Target (OPTAR) funds or operating

budget available to commanding officers approving awards or
recommending award approvals at a higher level. 1In operating
an—nac tuna raommanderc m11 'l craditd 1acal ArAammande fA avraaca
L\VEVvOCO l—]t}c W UL UG L O 4 A whCuUuL Eo A S = 3 5 A AV RIS RV E-) L\JL CTCAVC OO
amounts where award payments exceed one percent of each OPTAR
budget.

b. Adoption by other Navy commands. When a contribution is
adopted by other commands, each shall report its savings to the
MILCAP administrator of the orlglnatlng command. The MILCAP

P PO TR TP IRy Gy ceh a1 SlhhAam eaTnears el o~ madal Ao e A b ma T a
adminiscracor ollal .l Liiclil bUllllJuLU Ltue Lotal awalLu Daseda oOlIl
reported savings and decide the amount chargeable to each
adopting command. Payment to the individual shall be made and a
Voucher for Dlsbursement and/or Collection (NAVCOMP 2277) will be

sent to each command involved.

c. General adoption. Awards for contributions adopted by
revision of manuals, regulations, instructions or other means of
general distribution will be financed with funds available to the
activity responsible for originating the document.

d. Adoption by DOD components. When a DOD component adopts
a contribution originating within DON, a check or appropriate
transfer voucher shall be sent to DON's MILCAP administrator
{OP-132H) for the full amount payaDLe to the recipient. When DON

P PRy W - P QUNY SR FET I TR - 1P UG R i T e MNAasaawdbmam b ~L A wemes L
dUUPLb a CoIlltLrLiouciorn i Lgllldl.].ll\_-’ Lll vcocpalr Lincne UL ALy, AllL
Force or other Defense agency, payment shall be financed from
funds available to the command approving adoption of the

contribution.

e. Adoption by non-DOD agencies. Funds received from
departments of the Government outside DOD in payment to Navy
personnel shall be recieved by Naval Civilian Personnel Center
INOCDY £ cI1n

fnrnr:rr‘{nn to the sugge ter'c command fFAr Nnrorac

.
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ayment.
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f. Navy adoption of non-~-DOD agency contribution. Payments
to other Federal agencies for contributions adopted by DON shall
be charged to funds available to the commands adopting
contributions.
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AWARD SCALE FOR TANGIBLE BENEFITS
TABLE III - CONTRIBUTIONS WITH TANGIBLE BENEFITS

Estimated First-Year Benefits to Government Amount of Award

Up to $lo‘000.......l....‘..‘.........‘.‘.......lo% of bnp
$10,001-3100!000.o.-.......-..................$1_,000 fOI first
$10,000 plus 3%

of benefits over

$10,000
$100,001 aﬂd E"uOfG...-......-..oo..-..-..........$3,700 fG h

r the
first $100,000
plus 0.5% of
benefits over
$100,000
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ANWARD SCALE FOR TANGIBLE BENEFITS
TABLE 1V - QUICK GUIDE FOR CALCULATING AWARDS BASED ON TANGIBLE BENEFITS

Senchu Awerd | Benefs  Awerd |  Benches Award Benefis Awerd |  Benefiu Awerd
Up10$10,000 10% | 50000 2,200 | 90,000 3,400 | 170,000 4,050| 1,800,000 12,200
11,000 1,00 | 51,000 2230| 91,000 3,43 | 175000 4,075| 1,900,000 12,700
12,000 1,060 | 52,000 2,260 | 92,000 3,460 | 180,000 4,100] 2,000.000 13,200
13,000 1,090 ] $3,000 2,290 | 93,000 3,490 | 185000 4,125| 2,100,000 13,700
14,000 1,120 [ 54,000 2320 | 94,000 3,520 [ 190,000 4,150 2,200,000 14,200
15,000 1,150 | 55,000 2,350 | 95,000 3,550 | 195.000 4,175 2,300,000 14,700
16,000 1,180 | 56,000 2,380 [ 96,000 3,580 | 200,000 4,200 2,400,000 15,200
17,000 1,210 | 57,000 2,410 | 97,000 3,610 | 225000 4,325 2,500,000 15,700
18,000 1,240 | 58,000 2,440 | 98,000 3,640 | 250,000 4.450| 2,600,000 16,200
19,000 1,270 | 59,000 2,470 | 99,000 3,670 | 275,000 4,575| 2,700,000 16,700
20,000 1,300 | 60,000 2,500 | 100,000 3,700 | 300,000 4,700| 2,800,000 17,200
21,000 1,330 | 61,000 2,530 | 101,000 3,205 | 325,000 4.825] 2,900,000 17,700
22,000 1,360 | 62,000 2,560 | 102,000 3,710 | 350,000 4.950| 3,000.000 18,200
23,000 1,390 | 63,000 2,590 | 103,000 3,715 | 375,000 5.07S| 3,100,000 18,700
24,000 1,420 | 64,000 2,620 | 104,000 3,720 | 400,000 5,200| 3,200,000 19,200
25,000 1,450 | 65,000 2,650 | 105,000 3,725 | 425,000 5,325| 3,300,000 19,700
26,000 1,480 | 66,000 2,680 | 106,000 3,730 | 450,000 S,450| 3,400,000 20,200
27,000 1,510 | 67,000 2,710 | 107,000 3,735 | 475,000 5.575| 3,500,000 20,700
28,000 1,540 | 68,000 2,740 | 108,000 3,740 | S500,000 5,700 | 3,600,000 21,200
29,000 1,570 | 69,000 2,770 | 109,000 3,745 [ 550,000 5,950 3,700.000 21,700
30,000 1,600 | 70,000 2,800 | 110,000 3,750 | 600,000 6,200 | 3,800,000 22,200
31,000 1,630 | 71,000 2,830 | 111,000 3,755 | 650,000 6,450 3,900.000 22,700
32,000 1,660 | 72,000 2,860 | 112,000 3,760 | 700,000 6,700 | 4,000,000 23,200
33,000 1,690 | 73,000 2,890 | 113,000 3,765 | 750,000 6.950 | 4,100,000 23,700
34,000 1,720 | 74,000 2,920 | 114,000 3,770 | 800,000 7,200 | 4,200,000 24,200
35,000 1,750 | 75,000 2,950 | 115,000 3,775 | 850,000 7,450 | 4,300,000 24,700
36,000 1,780 | 76,000 2,980 | 116,000 3,780 | 900,000 7.700 | 4,360,000 25,000
37,000 1,810 | 77,000 3,000 | 117,000 3,785 | 950,000 7,950
38,000 1,840 | 78,000 3,040 | 118,000 3,790 | 1,000,000 8.200
39,000 1,870 | 79,000 3,070 | 119,000 3,795 | 1,050,000 R.450 |
40,000 1,900 | 80,000 3,100 | 120,000 3,800 | 1.100,000 8.700
41,000 1,930 | 81,000 3,130 | 125,000 3,825 | 1.150,000 8.950
42,000 1,960 | 82,000 3,160 | 130,000 3,850 | 1,200,000 9.200
43,000 1,990 | 83,000 3,190 | 135,000 3,875 |1,250.000 9,450
44,000 2,020 [ 84,000 3,220 | 140,000 3,900 1,300,000 9.700
45,000 2,050 | 85,000 3,250 | 145,000 3.925 |1.350,000 9.950
46,000 2,080 | 86,000 3,280 | 150,000 3.950 | 1,400,000 10.200
47,000 2,110 [ 87,000 3,310 | 155,000 3,975 |1.500.000 10.700
¢8,000 2,140 | 88,000 3,340 | 160,000 4,000 | 1,600,000 11.200
49,000 2,170 | 89,000 3,370 | 165,000 4,025 | 1,700,000 11,7200
NOTE: (1) Subject to change pending approval of OPM proposal.
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Change or modification
of an operating prin-
ciple or procodurc
which has vaiuve suffi-
cient to meet the
minimm standards for
a cash award: an im-
rrovennt “of rather

dmdbad ual nll =
TIm vy vaiue OV &

product, activity,
program, or service
to the public.

$25 - $100

$100 ~ §$250

$250 - $500

v - IDLE BENEFITS
— - — — TR OF APPLICATION
|__YALUT OF PENEFIT ] JLNITED - | JXTENDED GENERAL _
I» Affects functions, Ie Affects functions, le Affects functions, le Affects functions,
ssion, or personnel ssion, or parsonnel [mission, or personnel [mission, or personnel
f ene office, activ- f several offices ox [of an entire regional lof several regional
ty, or an organiza- tivities. area. areas or an entire
tionai eiement of a department, or is in
adquarters. F Affects an important|e Affects & beoad the public interest
F ific area of ares of science or throughout the Ration
[ Affects 2 small area lacience or technolosw ltechnolosy, — joz beyona,
f science or technol-
Noderate Value -

$500 - $1,000

guybstantial Valuve ~
Substantial change
modification of an
operating principle
or procedure: Aan im-
porunt improvement
in value of 8 pro-
duct, activity, pro-
gram, or service to
the public.
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Ml Valye - Complete
revision of a basic
principle or procedure:
8 highly significant
{morovesent to the
value of a product,
Lﬁjﬁ? sctivity, pro-
gram or service to

the public.
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Pxcentional Value -

Initiation of a new
principle or major
procedure: & superior
fmprovement to the
quality of a critical
product, activity,
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81,000

$1,000 - §2,500

$2,500 - $5,000

$5,000 - $10,000

Ninimue sward for tangible benefits may be granted only when benefits reach or excesd $2350.
for intangible benefits should require a comparadly high standard.
When a contribution has both tangible and intangible benefits, amount of award is based on total wvelue of

Ninimm sward

eontribution to the Governmant, i.e., & combination of swerd amount based on intangible benefits.

Subiect
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1. Purpose. A specific initiative of the Buy Our Spares Smart
(BOSS) Program is to recognize employees who contr ibute to the
reduction of spares prices and/or to increasing the competition

effort. To support this initiative, revised procedures are
required to provide monetary awards for benefits achieved as a
result of Navy Pricing Hotline inquiries. The Pricing Hotline
Awards Program has been set up to complement the existing

e. To encour itar
icing 1nqu1r1es to the Navy P
pr ment.

3. Discussion. The Navy Fleet Material Support Office (FMSO)

operates the Navy's Pricing Hotline as a part of Naval Supply's
Buy Our Spares Smart (BOSS) Program. All personnel have been
encouraged to use the Pricing Hotline when they notice a price or
action which appears excessive. FMSO will investigate each
challenge and if actual monetary savings does occur, monetary

awards for individuals submitting pricing hotline inquiries will
be paid. Monetary awards for individuals submitting Pricing
Hotline inquiries that generate a savings will be centrally
determined and funded by FMSO. The inquirer's originating

command will make actual payments based on a funding citation
from FMSO. A certificate of commendation from FMSO will
accompany each recommended cash award. This change affects only
price challenges received at FMSO on or after the date of this

instruction. Price challenges currently in process or received
prior to the date of the instruction are still eligible for
awards funded by the benefiting command. Reference (k) will be

updated to include procedures for administration, operation and
reporting of monetary awards for Navy military and civilian
personnel resulting from Navy Pricing Hotline inquiries.

4, Action
a. FMSO

(1) Determines eligibility and amount of monetary awards:;

eies s R :
tifies originating activity and provides funding

Enclosure (8)
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(3) Validates payments and prepares appropriate reports
per this instruction.

b. Originating Activities

(1) Upcn notification from FMSO, make monetary awards
using funding citations provided;

(2) Forward copy of payment document to FMSO (Code 913);

(3) To preclude duplicate reporting, ensure these awards
are not reported locally; and

K =5 £ 3 e~ -~~~ < - -~ ) "

(4) Ensure a copy of the award certificate goes into the
inauirer's nersonnel recard.
lnquilrer 's personnel record,

5. Promotion. Navy commands are requested to continue efforts
to promote competition and fair prices by encouraging all hands
to recognize and challenge prices they believe are out of line
and ensure awareness of the rewards available through the Pricing
Hotline Award program. Use of this program enhances

1 ] i + ] +h N ' MTTAOAD D ars
participation rates in the Navy's MILCAP Program.
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PROMOTION AND PUBLICITY GUIDANCE

v .

1. Background. This enclosure provides guidance for officials
and awarg aaministrators to promote MILCAP. It contains
promotion ideas for award administrators.

2. Techniques. Promotion and publicity techniques and materials
must be tailored to appeal to various personnel levels and must
be presented frequently. Personnel should be reminded of the
continuing need for efficiency and economy and encouraged to

offer lmprovement ideas. 1Individuals must be convinced their
ideas and improvement efforts are wanted and appreciated.
Devartment and division heads must also be convinced of the value

their personnel.

3. Command support. For MILCAP to be effective, command support
and interest must be maintained. The following list recommends
suggestions for generating command support and interest in MILCAP.

a. Supply command leadership with MILCAP progress reports

and statements showing effectiveness of Navy-wide and local
programs in comparison to other naval activities.

b, Invite officers to participate in command award
ceremonies and suggestion drives.
c. Re qJest statements of command support of MILCAP for
publication in local media.

d. Route articles and publications about suggestions and
MILCAP philosophy for review.

ah
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f. Encourage MILCAP as a topic for discussion at staff
meetings.

g. Encourage command recognition of meaningful achievement,
to include the Navy Achievement Medal, letters of commendation,

reserved parking privileges, watchstander's liberty for a
specific d;rat;on, use of "head of the line" privileges (mess,
liberty, ship's store, etc.), special liberty passes, etc.

4, Department head and division officer support. Department
head and division officer understanding and support of MILCAP

Enclosure (9)



will be influential in individual participation. If they
successfully set up a work atmosphere encouraging and motivating
personnei to seek better methods to conduct the Navy's business,
the value of MILCAP will increase significantly. The following
are suggestions for gaining department head and division officer

sunnor t.
Supporec.

a. Encourage department heads and division officers to
submit suggestions themselves.

AP as a topic of discussing at department
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c. Include MILCAP regularly as an item during development
training.

d. Include department heads and division officers in award
ceremonies.,

F=Y Pr n1de v‘agn’l ar ranr\rts on MTTI C
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progress.

f. Encourage department heads and division officers to
supply required quantities of suggestion forms for their
personnel.

Motivating personnel. Personnel must be motivated to
ate an active interest in their department or division

ms, look for inefficiencies or waste and improve

. The following are suggestions for stimulating
terest and participation in MILCAP:
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a. Division officers make personal contact about MILCAP
participation in evaluation sessions and group meetings.
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C. Supply MILCAP promotion materials to all new personnel.

d. Direct suggestion messages at particular groups of
ividuals such as office workers, repair facility workers or by
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e. 1Identify a specific individual from whom personnel may
receive MILCAP information and guidance.

f. Make displays or exhibits showing successful suggestions,



g. Use bulletin boards displaying pictures of MILCAP award
ceremonies and successful suggesters.

h. Supply charts or discreptions of processing channels,
extensive study given to ideas, and reasons for time needed to
evaluate a suggestion.

i. Recognize outstanding suggesters with special ceremonies
held in their honor presenting appropriate honorary awards,
certificates, etc.
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k. Give certificates or letters of appreciation to

suggesters with adopted ideas which do not qualify for the
minimum cash award.

l. Devise a special letter of encouragement for personnel
who have submitted suggestions which were not adopted.

m. Aid personnel in preparing suggestions and photographs
explaining ideas.

n. Publicize that awards granted for adopted suggestions are
included in personal evaluations.
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p. Explain special awards and benefits received when adopted
suggestions have patentable features of interest to the
Government.

g. Create a special promotional character, such as "John
Paul Jones," for local use.

r. Publish human interest stories about MILCAP award winners
telling how they came up with their successful ideas and what
they intend to do with their awards.

S. Name important improvements, method:s
the suggester.
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t. Publicize suggestions used for more " an a year
reinforcing their command importance.
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6. Informing the public. Keeping the public informed of the
goals and accomplishments of MILCAP is an important part of a

1im 3 FAarma
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service image locally and tells the story of military personnel
helping to get more defense from each taxpayer's dollar. When

individual efforts receive such recognition, then more personnel
are encouraged to participate in overall command improvement.
Publication of individual achievements and recognition also helps
recruitment efforts.

a. Send stories of individual suggestion achievements for
publication in civilian trade magazines,; union papers, science

ailica 10Ol 21 ¢lvilldll LLidlde lllayd4llilcs, Wllliuidl Jaycl o,

journals, etc.

b. Give local media the command's goals and results of
MILCAP.

~ Nicrmlaw #ha MTTAOAAD abAare FfAar mithlias viawinsa Anvrina Naowe
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Day and other open-house days.

d. Invite families and friends of award recipients to attend
MILCAP award ceremonies. Community leaders should also be
invited.
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CHECKLIST

Command has named a MILCAP administrator for
the program..l.....0.0..l...l.........‘......

Training on suggestion program is included in
personnel orientation and supervisory trainin
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Processing of suggestions is prompt and withi
prescribed time limits - 30 days from date of
receipt at each approval l1evel.icececeoocasoccae
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suggestions being processed and evaluated....

Annual suggestion program report submitted vi
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Annual Command review of suggestion program i
CONAUCTEG.seecssecsesoosssscscsssccnosassssssccs

f nprqnnna] nnr+1n1?af1nn in the
m is acceptable. Participation r

mtn

aaes
gges
e 18

u
at

15 APR 1988

s
i

r

new
g.....

ted...

=
o

n

a

® ® ¢ 0 0 0

S

o0

Enclosure

(10)

(R



OPNAVINST 1650.8C
15 APR 1588
INCENTIVE AWARDS ANNUAL REPORT
(MILITARY PERSONNEL)

1. General

a. Reporting requirements. To monitor the DON Military Cash
Awards Program (MILCAP) and satisfy DOD and congressional
reporting requirements, an annual report on program operation is
mandatory.

b. Report form. Reports shall be on DD Form 1609, Incentive
Awards Program Annual Repcrt, Repert Contrel Symbeol DD-M(A) 1345
(1650). A blank form is included as part of this enclosure.

2. Instructions for completing report form
a. General instructions
11N DAaiirmA ~AFF 11 £ 3 gures =~ mAaavract AATlTar amAnn +
J-) U uiTu WVLL a4l . s T o U nucTaLsxcou UL LA L QI L e

(2) Reporting command, title and address will be shown in
"Reporting Department or Agency" block at top of form.

(3) Comply with "Instructions" on form.
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(1) Non-Cash Awards. Enter number of non-cash awards
granted with tangible benefits (group awards are considered as
one award), total tangible benefits and number of non-cash awards
with intangible benefits.

(2) Cash Awards. Under "For Tangible Benefits,” enter
mhlhAay ~AF A~Aach = Aav Ao ~vanEaA { ~v~ A =~ a1 AAAaraAd aes AnAa
llulllUCL UL “aoli awaiL uo SLGIILCU \\3Luuy awaiL uuo aLc LUllolLucT L CU ao Vil
award), total tangible benefits and total dollar amount of
awards. Under "For Intangible Benefits,” enter number of awards
granted and total dollar amount of awards.

(3) Total. Add non-shaded columns and enter total
amounts.

(4) Number of Suggestions. Enter number of suggestions
on hand as of 1 October of reporting fiscal year, number of
suggestions received in reporting fiscal year, number of
suggestions adopted in reporting fiscal year, number if
disapproved suggestions in reporting fiscal year, and number of
suggestlons pending at end of reporting fiscal year. This

[ A U R, 2 e o PR | B e la Al o P B R R I Y N = o PR
reporuing .LLHE wWllil paldance wrnen twne 1roud LUWLII(_.] LU.Llllu.Ld J.b useas
{On _Hand at Beginning of Year) + (Received) - (Adopted) -
(Disannroved) = (Pendina End of Year)

(Disapproved) (Pending End of Year).
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c. Part B - Awards for Inventions
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total amount of awards.

(2) Awards Based on Patents Issued. Enter number of
awards granted, based on patents issued, and total amount of
awards.

(3) Additional Awards. Enter number of additional awards
granted based on additional use by other activities and total
amount of awards.

(4) Total. Add non-shaded columns and enter total
amounts.

p- | N s b M , ARosm o A ELmw Cmimmbs £3 .~ T P P
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(1) Non-Cash Awards. Enter number of non-cash awards
granted with tangible benefits (group awards are considered as
one award), total tangible benefits and number of non-cash with
intangible benefits.

(2) Cash Awards. Under "For Tangible Benefits," enter
mhhAar Af ~ach attarAs ~vanéaA Irvyrmism amarAdAa ava ~AancsAarad ac n
uuulucx. \V 'S wQoill AWQL U9 \JLGII “cu \gl.uuy aAawairsL uo QAL T Ww\W/ilo A UuCT L T U QAo 1<
award), total tangible benefits, and total dollar amount of
awards. Under "For Intangible Benefits," enter number of awards
granted and total dollar amount awards.

(3) Total. Add non-shaded columns and enter total
amounts.

e, Part D - Distribution of Cash Awards

(1) Enlisted Personnel. Under "Suggestions," enter

number of
personnel
number of

awards
of the
awards

and total
repor ting
and total

dollar amounts granted to enlisted
activity. Under "Inventions," enter
dollar amounts granted to enlisted

________ -~ Al o [P QN W o~ A D eed Aee TTom A o "o ~3

peLbuuneJ. OLr thne repOrcing acCcivitdy. unaer Scientific
Achievements," enter number of awards and total dollar amounts
granted to enlisted personnel of reporting activity. Under
"Average Number of Personnel on Board in Fiscal Year," enter

average number of enlisted personnel assigned to the activity
during the reporting year.

4~ ~c et o A e [P T
(2) Offic enter number

cer Pers
of awards and total doll

Enclosure (11)

1T N 7 NsL LY2 Y L LYy L LIV . D2 L. 5 LYV YZ I P9



personnel of the reporting activity. Under "Inventions," enter

’
number of awards and total dollar amounts granted to officer
personnel of the reporc1ng acc1v1cy. Under "Average Number of
Personnel on Board in Fiscal Year," enter average number of
officer personnel assigned to the activity during the reporting

year.

(3) Total. Add enlisted and officer columns and enter
total amounts. Note: These totals must equal totals of Parts A,
B and C of this form.

f. Part E - Interdepartmental Referral of Suggestions. The
"Outside Department of Defense" line shall be left blank. NCPC
is responsible for coordinating referrals outside DOD and shall

report directly to (OP-132H) on status of referrals. The (R
remainder of this section is self-explanatory.

icant Contributio ns. A
~h mrs A~ Fmar wvilha~h
C sSugges tion for which

g. Part F - Description of Si
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brief, one paragraph descr1pt10n of each suggestion for which a
$1.000 award was paid is required. Ensure individual's name,
rank, activity a551gned and area location are included in the
narrative. Noteworthy inventions and scientific achievements
also are to be included.

h. Part G - Narrative Evaluation. This section is not an
option. Specific comments are required from each command,
detailing MILCAP procedures, problems, technigques used and plans
or proposals for improving local MILCAP.

i. Signature line. Under "Type Name and Title of Reporting
Official," include signature authority's commercial and autovon
telephone numbers. Signature is required on the report form.

a saa

a. All command shall send reports to major claimants, type
commanders for operating forces, in time to allow for
consolidation and submission to the Chief of Naval Operations

(OP-13). Consolidated reports will be sent to Chief of Naval
é than

Operations {OP-132H) not Ldféf han 25 calendar days following (R
Am A ~AEFf Lhn Fior~nal wvaar
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b. Negative reports are required.
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FiIsCAL YRAR ENDING

benefits wnder *‘Tengible Benefits.”
2 Count ealy one sward per case. Do net include s count for
supplemental swerds.

3. Include the dollar ameunt of supplemental swerds under the
“Amount of Awards’® Columan.

INCENRTIVE AWARDS PROGRAM ANNUAL REPORT REPORT CONTROL sYMBOL
(NILITARY PERSONNEL) DD EMAP .134.5' 1]
i t § wired the Depantment of Defense for reperting to the President and Congress ia accordance with xd\ﬁs'c" ‘
(Ret.; BoD Insiroction $120.46) " (ReT1  CPNAVINST 1650.83) e
o ; iy WMEPOATING PEPARTHENT OR ASENEY B L
INSTRUCTIONS
3. Report swards for combined messurabls and lataagible 4. Iaciude as Nen-Cash Awards, any Centificates of Apprecie-

tien, specisl citotions, etc. spproved os meaningful awards
wnder he incentive Awaris Pregrem.

§. For the number of suggestions received, count only the
initis! receipt of cases from personne! of your department. Do
ast e:‘uat roquests lor reconsiderstion of cases alresdy pro-
cessed.

PART A - AWARDS FOR SUGGEST!

FOR TANGIBLE MEASURASLE) BENEFITS

AWARDS

wumaze o
AWARDS

NON-CASN AWARDS

(§/N 0102-LF-001-6090)

DD 1608
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TOTAL
ON HAND AT [RECEIVED DISAPPROVED PENDING END OF YRAR
SUGGESTIONS or vean .
PART B . AWARDS FOR INVENTIONS
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INITIAL AWARD $
BASED ON INVENTION
S1CLOSUNES
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PART C - AWARDS FOR SCIENTIFIC ACHIEVEMENTS
FOR TANGIOLE (MEASURABLE) BENEPITS FOR INTANGIBDLE BDENEFITS
AWARDS BASED OM
SCIENTIFIC NUMOER OF TANSIBLE AMOUNTY OF NUNMAER OF AMOUNTY OF
ACHIEVEMENTS AWARDS BENEPIYVS AWARDS aAwARDY AWARDS
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TOTAL I‘
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PART D - DISTRIBUTION OF CASH AWARDS
AVERAGE MUMPER
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r PARY € . INTERDEPARYuENTAL REFEERAL BF SUCCEITIONE
) | TOTAL ANOUNT
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] wyusen cases | wvweew cases gg._.;,.,'g': awaRDs Pasd
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sotion end/or d, ond location.) Alse provide bel of description of ewerthy inventions and scientific schievements for
whics swards wer geated
PART G - RARRATIVE EVALUATION
Prepare & asrrative evalustion of the incentive awsrds a.—.grea f2r militsry soraonne! in your comoenent laclude the foliemiag
tepics plus any sdditions! significant hhmﬁn (1! more space is required, centinue on an odditions! ahee! and sttach):
1. Significent preblems yncountered and oction taken * | 4. Plans for increasing pregram effectiveness during next
overceme them. fiscel yeor.
2 Perticularly effective technigues wsed l s Pn.oull for DoD considerstisa regarding changes in
3 Signifizent results schicved (o2her than these reflectod ' P eic.
in statistics).
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